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WEBMAIL OVERVIEW Create a List

City of Martinsville WebMail is a feature rich and user-friendly Forward of all your E-mail to another E-mail Address
solution that provides all the tools you need to centralize city’s EMpty Trash by Default

operations on the web. WebMail allows you to setup a turn-key et Default Time Zone

solution including WebMail, Address Book, Calendar, Tasks, HOW do | report Spam?

Journal/Diary, Discussion Forums, Notes, Bookmarks, File Marke-mailsas “unread”

Storage, Photo Album, Instant Messaging and much more. Ifyou Exportyour contacts from Outlook to Webmail

can access the internet, you can access your Webmail. Custom Rules /Filters

Guest User Add a Signature to your e-mail
External Mail Change E-mail account passwords
Add multiple addresses while sending E-Mail Change Display Settings

**READ FIRST- ACTION NEEDED-

e  Access your webmail by opening WWW.MARTINSVILLE.IN.GOV
e  (lick onthe CITY EMPLOYEES LINK
e  First time you access your email:
o Enter your email address as the user name
The password willbe:  Martlnsville (Thatis a capital M and the number one for the first i)
Please go directly to Configuration (Step 1 below) and change your password.
Click on Password (Step 2) to select Password
Change your password and confirm. Like all passwords, keep it confidential.
Next, click on Configuration again.
Click Options (Personal Details)
Fill in your personal information(Step 4) .
Feel free to browse around in the configuration to setup other personal preferences.
If you experience problems, please contact Carol Messmer via phone 765-342-2861 or email at

secretary@martinsville.in.gov

e Outlook contacts- If you use Outlook and need to move your contacts into your webmail, see tech note “Transferring

O O O O O O O O O

”
Contacts
Change email passwords : -
9 ] P Options (Personal Details)
NetworkSolutions
WEBMAIL Full name: 4y Hicks
ey STEF:'l ) . STEP 2 . . E-Mail address: ahicks@webimages.us
[ INBOX Click “Configuration Click on *Password Country: [ga
* Inbox
) Folders m B State: [1ndiana
b e Network Solutions' 1" [Martingville
&5 Addracs Baok R B WEBMAIL zip Code: [4g151
T Calendar : Fr,
I. I'_ = = p o Gender: O @
| Tevskes X Taday [Options Mate (2) Female
F Journal M= cic 4 tnbosx Birthday: (pg | February w1967 v
= Imil =] An 3 Folde: P | pata Managh profiles [ Account )
¢ Matoc IIREER e e A e e oty T S e e Qeeupation: |y epmaster
# vuvkmarks mh= i N il frorn aftamal PER? aceu
= - s st e ook | Saneral Sptons
i Discussions re B 25 addracs Bagl Update your ganeral cptans, Custong Filtars
File %k = £l TE calendar Ciract theaming massages ta spacfic foldars, Last connection date: Wednesday, September 17, 2008 10:46 am
T"'i (=] NW— Z;#';:‘:OUFA . Last connection IP: 4.224.216.234
[ shivsiteo M T e e TS
28 sMeceongar — B Jouenal Dizplay Sattings
- = o Changa your display ratings. Statonery
£, Configuration = JLE (T Manage yaur statonenes.
2 nelo st page = & Bookmarks alars SAVE CANCEL
& logaut Bl Discussions Craata of updata your alams
T — LY S
[Options {Change Password) STEP 3
S
Enter the password in the
e (BB | “t text box and click on “Save”
Re-=ntar new password: I
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Additional Email Information

Definitions
[~ WebMail
A fully-featured web-based e-mail client that allows you to access your mailboxes from anywhere in the world.

[Z5 Address Book
Easily create and manage your contacts. Use the import feature to import your existing address book from
other Email clients.

[ Calendar
A Powerful web-based calendar application, allows you to manage event scheduling, tasks, journals/diary,
discussion forums, bookmarks and notes. Use the collaboration features for calendar sharing, and meeting
invitations.

[=] Tasks
Complete task management including task assignments, group tasks, response tracking and status reports.

E=Journal

Keeps track of a wide variety of information and events such as phone calls and meetings. A timer function is
also included to track time spent for billing purpose.

[ Notes
Useful web-based notepad with multiple views and color codes.

# Bookmarks
Store your bookmarks on a centralized location which can be accessed by multiple browsers, anywhere in the
world.

& Discussion Forums
Create group and global discussion forums to discuss issues with your guest users. The Discussion forum
section includes advanced message editing and searching features.

- File Storage
A web-based file storage application allowing you to store and share files securely, quickly and simultaneously
via the web.

i@ Photo Album
The photo album software that allows you to create and share online digital photo albums and thumbnail
galleries quickly and easily. With the Photo Album, you can easily create and maintain albums of photos via an
intuitive interface. It includes automatic thumbnail creation, image resizing, ordering, captioning, searching and
more.

78 Instant Messenger
Instant messaging allows you and your guests to have real-time conversations, and the ability to send files.
You can access instant messenger using any JavaScript enabled browser such as IE4.0+, NS4.7+ or Mozilla
1.0+.
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Eil= Storage Journal 10 times storage
Besides E-mail, you can store important Use your web mail intarface to 100MB of storage
documents and multimedia files in your creats Journal entries to record
personal file storage area. This will count: nates for mesetings, phans
owards your disk storage. calle, faxes and mors
[
MNETWOTK 30IUTIONS
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""J Sooiiaietie r|= supipartFemye smpbsecom Thamk you for purchasing 5 upsrStats b.... Fri 0527 /2005 01:37 pm | 5.30 K&
2 Helo T riusipage =1 Rar]
#, Logout
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Discussion boards
Instant Messenger Photo Album People with email accounts on
Yaou can communicate to other fou can uplead your photographs and the same domain can share a
paople with email accounts on the forward them to people in an email. commen forum or discussion
same domain name (your This will count towards your disk board
colleaauss. frisnds sta) storaas,
* Features and storage may vary for different hosting e-mail packages.

Guest User

Account owners can create a list of guest users who have limited access to their account. Each user is
assigned their own privileges for each of the different areas. (example: you can give guest users access t
your photo album only)

NetworkSolutions

Guest Users Login
Login by clicking here

E-mail Login for tsdhost.com

To ACCESS YWOUr B login below. SERVICE MESSAGES
Guest users, piick here. | =3 gquest?
/ .

More Security, More Time
E-mailboxname; | @ tsdhost.com we protect vour E-rmail from spam and
viruses by providing multiple (evels of

Fassword: I protection including the indusiry-leading

Syrmantec BrghtrmailE, With Metw ok
ogin Helgr Solutions E-mail, we provide 99.99%
acouracy, letting you spend your fime on
[ Use secure connection (S50 matters morz imporantto vou than sparm.

Manage E-Mail More Easily
Send, receive and manzage e-mail using
Microsoft® Jutlook, Jutlook Espress and

USER GUIDES PRODUCTS TO HELF wOU SUCCEED OMLINE ather desktop e mail sofware programms
E-Mail User Guite Hewvork Solutions offers producis and services to U telRiall i aliE m
EMail Upgrade Guide rmeet your nzeds at all stages orbuilding and = Lse e-all software currenty installed on
growwing your online business. Leam Morz wour computer

m Connect faster than the Wieh Mail opton
m Campose and review messades while yau

raamwvle offlicn

g
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External Mail accounts

{If you frequently use multiple e-mail accounts, the External Mail feature allows you to POP mail from those e-mail
accounts into your Network Solutions e-mail account. This way you can conveniently view all of your e-mail from one
location.)

Setup process for External Mail accounts is slightly different.

To setup and manage other POP accounts into your web mail
- Click on the ‘Configuration’ button on the left navigation menu
- Next click “Manage Your Accounts / Profiles”.

NetworkSolutions’
WEBMAIL
I Today TAT-Ya1"]
STEP 1 STEP 2 —
Click “Configuration” Click Manage Your
erworks.olu'ions' Accounts / Profiles

- e e WEBMAIL
T Calendar Cof Y8 Fe
| Tasks I |l hee 7 Taslay [Options
2 Mourmal 1= €le % nbox
Birotas r = An _J Folders Parconal Datails Manage Profilas [ aMurts
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= £z @angtal SpEons
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T

CREATE FILTERS

Set up process for Custom Rules /Filters is different
You will be able to create custom filters to direct incoming messages to specific folders.
- Click on the 'Configuration’ button on the left navigation menu
- MNext click on “Custom Filters™.
The rules will run only when you are logged into the web mail interface.

Add multiple addresses to the “To” field when composing’ replying-to messages
At the present time you will be able to add addresses to the ‘To" field one at a time_ If you send to
a distribution list regularly we suggest you use the “List option” in your Webmail.

mpose E-mai SIEP1
Can =e E-mail Click the “To” ad
[English Urit=d States) =

Smbiact: [Feed: Using Tour Mew E-mailbax
Attachs:
i a

HOTE: T mdd @ new staboners . plesss 9= to the Sorfigurskis L Ta midd
suction and zalect Tionaturea.

SIEP 2
Check the boe in front of the
address you want to add

|Address Book {(Compose Tjo:)

Call [ a b [ d e [fla [t

. — SIEP 3
Display Mame - Click on the “Add Ta To"

mirchaet, Robert o

Patterson, Sally

Ramos, Miguel

OO0 RE

Rice, Terry




Create a List

This option is used to create a distribution list or group list if you send e-mails frequently to a list of people. Here are the steps to

create a list which is different from the previous e-mail.

STEP 1

Click the “Address Book” link

STEP 2
Click the “New List” button
STEP 3

Enter the “File as” field and the “Quickname” field
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STEP 4
Choose the contacts you would like to add and click on the “Add to list”
STEP 5 (optional)
To add addresses not in your address book click on "External E-Mail” and click on the “Add to list”
STEP 6
Click on “Save”
STEP 1 STEP 2
Click the “Address Book" Click the “New List" button
lirk
= ¥ Lasaur
Network Solutions
WEAMAIL
55 Todoy [Address Book (Simple View)
= e il (T T W, W B . e e o o
22 Addrmas Book To | Gc Bor | Duickname Display Honpe = E-riall Gelete
FE Calsrdar r o [ | impad sduartacge Wichaal, Fobart john drnlroebdarnic oem i}
=] Tawke r [ | Zally Pattmrson, Jally spatterzen@e s ampledormein. cam : 13
=F Joumal r n | Migual Rames, Miapal milgual rarnEs EIng Uant carm i 1]
| pantes r I M | Tarry Flics, Tamy tricmi@natwork solutions. cam 8 1]
# Bookmarks

Add a Signature to your e-mail
The process to add a new signature is different. Please go to the Configuration section and select
Signatures. You can add a signature to a new e-mail or while forwarding or replying to email. At
this time you cannot specify that a default signature is added to all your messages.

[Compose E-mail

STEP1

SAVE DRAFT CANCEL SPELL CHECK | e

United states) = |

Select the signature you
would like to add

To: |

Fromne [Untitlad {shashi@tsdhost.com) = |

ta|

Bt |

Cubjacts |
Mittachce

v L J
ADD STATIONERY = ADD SIGNATURE [Cicada media =]

KOTE: Ta add a mew ctationary, plaaza go to the Corfiguration caction and sslack Stationam. To add a ne
saction and select slonature s,

STEP 2
Click on “Add Signature”

STEP 3
The signature will appear at
the beginning of the

Ilstde] = J[FontType] = [[giec] =]

B I U EEES i FFAL2 QEE=E @
Cicacla b=clia Prodoctions
135200 Washmgton St <
Florida FL 5785

message
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Export Your Outlook Contacts to Webmail

If you move from one email program to the next, you don't want to leave your contacts behind. Exporting your contacts to a format that most other
email programs and services can understand is pretty easy.

Export Your Outlook Contacts to a CSV File

To save your contacts from Outlook to a CSV file:

Select File | Import and Export... from the menu.

Make sure Export to a file is highlighted.

Click Next >.

Now make sure Comma Separated Values (Windows) is selected.

Click Next > again.

Highlight the Contacts folder.

Click Next >.

Use the Browse... button to specify a location and file name for the exported contacts. Something
like "Outlook.csv" or "ol-contacts.csv" on your Desktop should work fine.
Click Next > (once more).

e Now click Finish.

You can now import your Outlook contacts into webmail.

How To Import Contact Information Into The Web Mail Address Book

To import your contact information from Outlook:

1. Log in to Web Mail

2. Click on the Address Book button in the left navigation bar

3. Click on the Import button at the top of the page

4. In the Select source format section, select the radio button next to the file type you wish to import, click on
the Continue button then follow the steps below for the format you've

Select source format: @ cov Chosen .
O LoIF
O Palmpilot Select Outlook 2000 or Outlook XP
O outleok 2000 -Specify the file you want to import

O outlook xP

O Outiook £ -Click on the Browse button, which will open up a navigation window
utioo Xpress

with your computer’s files, locate the file you want to import, select it,

g Zt:f:t and then click on the Open button. The selected file name will appear
in the File name text box
tanguage of imported fle: | pefault ¥|  -Click on the Import button
Note: Please remember that your contacts are included in your e-mailbox storage usage.
Therefore if you imported a significant number of contacts into Web Mail, you should check
your storage usage to ensure that you aren’t close to exceeding your e-mailbox storage
allocation

Top
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